
Note that your sharing experience may look slightly different than the steps discussed 
depending on your assigned permissions. Reach out to your site’s owner if you have 
additional questions about sharing items. 

Share Files/Folders with Specific People:
•	 From your team’s SharePoint site, navigate to the file or folder you want to share by 

selecting its circle icon. 
•	 Select the “Share” option at the top of the page.

•	 Select the gear icon in the upper right-hand corner of the window, or the Sharing 
Settings link to open the link settings.
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Then, select an option for who you want to give access to with the link. 

Sharing Level Options:
•	 Anyone - Provides access to anyone who receives the link, whether they receive it 

directly from you or it’s forwarded from someone else. 
•	 People in OCCC - Gives anyone in OCCC who has access to the link the ability to 

access the shared file.
•	 People with existing access - Provides access to those who already have access to 

the specified document or folder. 
•	 People you choose - Gives access only to the people you specify – this may include 

people outside of OCCC. However, unlike the “Anyone” option – this doesn’t include 
users who get a forwarded link unless they already have existing access.
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More Settings:
Select if the user can view or edit the file:
•	 Can edit: If you’re sharing a folder, people with edit permissions can copy, move, edit, 

rename, share, and delete anything in the folder they have access to.
•	 Can view: Users can view, copy, or download your items without signing in. They can 

also forward the link to other people. However, they cannot make changes to the 
version on your SharePoint.

Block downloads:
The block download option prevents people from downloading the file or folders they 
have access to. Unchecking this box means that people can download the files onto their 
devices.

Once you have set all your link settings and permissions, select the “Apply” button.

In the “Name, group or email” field, enter the email addresses or contact names of the 
people you want to share with. Then, select the “Send” button.
•	 Alternatively, select the “Copy link” button to send the link to the user manually.



See Who a File is Shared With:
•	 In your document library, select the file or folder.
•	 Select the “Information” button to open up the Details Pane.
•	 Select the “Manage Access” option. People and groups the item has been shared with 

will appear in this tab.

Stop Sharing Files/Folders:
In the Details pane:
•	 Click “Stop sharing” to stop sharing the file entirely.
•	 To delete a sharing link, click the trash can icon next to the link to remove it.


